
APPLICATION FOR RECORDS RETENTION SCHEDULE 

Department of Archives and History, Records Management Division, 330 Capitol Avenue, Atlanta, Georgia, 30334, 
Attention: Scheduling Section. . .  

. Dates of Series 
arliest Latest 

1977 I t o  d a t e  

FOR AGENCY USE 
I 

pplication Date 

5. Records Series Title-/followed by  title used in office; if different) 

Business  Education Requests  f o r  Approval of Equipment Purchase F i l e s  

pplication Number 

. Person to  Contact 
Russel 1 Mercer 

~- 1. Agency Address 
Department of Educat ion 
O f f i c e  of Vocat ional  Education 
Div i s ion  of Vocat ional  I n s t r u c t i o n  
Business  Education U n i t  I I 1981 

Telephone Number 
656-2552 

A t l a n t a .  Georgia ._ - 
Working Title 
S t a t e  Superv isor  

~ 

. Record Series Description 

Documntsrelating to: 

This fi le contains the following documents (include form numbersand titles, i f any): 
Attach samples of the file. 

a u t h o r i z i n g  l o c a l  school systems t o  purchase equipment l i s t e d  upon 
the equipment list f o r  Business  Education programs and r e c e i v e  reim- 
bursement f o r  t h e s e  purchases .  

c o p i e s  of approved Requests  f o r  Approval of Equipment Purchases  (DE Form 0101) lncludedare: 

File isarranged: Chronologica l ly  by f i s c a l  year ,  thereunder  a l p h a b e t i c a l l y  by school  system. 

~ I ~ I _  ~ .~ - ~~ __ - 
I. Monthly Reference Rate How often are records referred to which are: 

One to six months old L; Seven to'twelve months old &; Thirteen to twenty-four months old a; 
~- - 'twenty-five months and older Q- ? 

I. Annual Rate of Accumulation of Regords 
Letter-size drawers pI/LJ; Legal-size drawers ; Shelves ; Other (specify) - .~ 

~~ ~~ ~~ ~ ~~ 

3-50-71: Rev. 76 (Ow) 

~~ . .  . . .  
~ ~~~~~~~ ~ 



~ .- 

If yes, cite law or regulation. 
. . . ~ .. .~ -- . ___ ~ . . ~  

.~ c. Is  this alivkeerd_? 
d. Does this series have historical or 106' term research value? 
e. When one or two documents in the f i le make it necessary to.keep the entire fi le for a long period, could these 

~.-4ocumentrbe_scheduled sepmelv? -. _ _  
- '6hnta ined I in this series ever Dublished? If ve t  attach CODY. 

g. s t e i formation'contained in this series ever analyied andlor recorded in a summarized report? 

h. I s  there a duplication of this series in your office, or in another office. or agency? 
- 

3yfipr.c -3 . 
, ~~ Ife_s.hm~~.--~:  ~. __ -~ ~- 

If y e t  where? Divisio.n_pf Progran.,~anage!!Le~t -~ -- .- 

~ .LXhkseries lor a majarpsrf indi t ) . reglar lv  micr~filmed2. ~~ 

j. Dwsthe r a r d  seri aresult in a w m u t  er wintout? ._. . - 
11. Retention Requirements The following requires the series to be kept: 

a. State Law -_- years. d.> Audit period years. 
b. Statute of limitation years. e. Administrative need - -. 1 years. 
c. Federal law -~ _.__-_years. f. Federal'retention instructions years. 

Attach &py c# excert of laws or regulations. &plain administrative need. 

. . .  . . .  . ~ .  
. I  

, 

~__I__~_ - - ~ 

12. Approved Dis+sition Indrudtions This agency recommendsthat the fi le series be cut off at  the eridofeach: 
0' Calendar Year; N Fiscal Year; 0 Other , , -  

~~ . __~.-then. ' 
! 

B Hold in the current files area monthk) 1 ' year(s);then 
0 Transfer to local holding area; hold --year(s); then 
0 Transfer to State Records Center; hold 
65 Destroy. 
0 Transfer to State Archives for permanent retention. 
0 Other (Specify) 

-year[s); then 

These instructions apply to a l l  prior and future accumulations of the series. 

'. 
qecommendaiions in &a- 
lraph 12 are approved. 
' I f  disapproved, anad, letter 
,f explanation.) 


